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Desk Diary can handle all your office appointments, keep a record of dates 
and times you should remember and record all your names, addresses and 
telephone numbers. 

This guide describes the two programs that make up Desk Diary: 

Address book, which can hold a file of several hundred names and 
addresses - details start on page 5. 

Planner, which has space for up to 300 entries and contains a clock and an 
automatic alarm - details start on page 11 

Loading instructions 

1. Make sure your cassette recorder, television set or monitor and 
microcomputer are connected up and switched on. 

2. Place the cassette in the cassette recorder, type 

CHAIN "INDEX" 

and press RETURN; the ’Searching’ message should appear on the screen 
as you do this. 

3. Press the PLAY button on the cassette recorder and wait for the 
program to load. The title page will appear in less than one 

minute and a menu will appear which will give you the option of choosing 

1 for Address or 2 for Planner. 

4. Choose the program you want by typing in the number next to it and 
pressing RETURN. If you choose Address book, the program will load and 
then go straight to the first display in that program. 
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If you choose Planner you’ll go straight to the fust display in Planner. 

It is worthwhile running the cassette through your recorder and making a 
note of the counter numbers at which Address book and Planner start. You 
can then load each program separately, without loading the index first, by 
winding the tape on to the number just before the recording for that 
program starts, typing 

CHAIN "ADDRESS" 

or 

CHAIN "PLANNER" 

and pressing RETURN, the 'Searching' message should appear on the 
screen as you do this. Now press the PLAY button on the cassette recorder 
and wait for the program to load. 

Leaving the program 

To leave either Address book or Planner, press BREAK. 
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■■■■■■■■■■■ 



Address book can be used in exactly the same way as an ordinary address 
book to record the names, addresses and telephone numbers of a list of 
people. It can hold a file of several hundred entries which you can display, 
print out, or sort into smaller lists. 

Address book can also store extra information about the people listed, such 
as what a company does, or who a person is; a plumber, or an electrician, 
for example. 

You can search through all the entries and select those which contain one 
element - it could be all the names starting with a certain letter, or all the 
entries with specific extra information. These entries can be displayed or 
printed out as a separate list. 

Any list you ask for is displayed or printed out in alphabetical order, 
according to the first letters entered in the name box. If you want the names 
to be in alphabetical order according to surname, type the surname in first, 
followed by first names or initials. 

Running Address book 

Load the program in one of the two ways described on page 3 and you will 
go straight to the File Maintenance display. 
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on present file 


Vour selection 



When you run Address book for the first time you have to tell the program 
that you are going to start a new file to hold the information you are going to 
type in. This is called 'initialising' a file and the program will not be able to 
run until you have done this. 

After the first time, you can either initialise a file (if, for instance, you want to 
start a totally separate address list) or you can load an old one which you 
have previously saved. 

Type m one of the following letters, followed by RETURN. 

I to initialise a file (always select this the first time). 

L to load a file that you have previously set up and saved. Make sure that 
you have the right cassette in the recorder and that the counter is set to just 
before where the recording starts. 

S to save the file you are working on. Be sure to save on a cassette other 
than the program cassette, and to make a note of the counter number at 
which it starts. Press RECORD and RETURN when the program tells you to. 

R to start working again on a file which is in the computer’s memory. (If 
you revert to BASIC, by pressing BREAK for example, type OLD and then 
RUN before typing R to return to a current file.) 

The option you choose will be highlighted on the screen, the letter you 
type will appear beside the Your selection prompt and Address 
book will display a message, telling you what it has done. 
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Press RETURN again to continue and the main menu will appear. 
Entering your address details 



Type in the letter next to the option you want (see the following 
explanations) and press RETURN. 


N New entry 

When you first start using your address book program, it will be empty, so 
type in all the addresses and information that you want to work with, by 
choosing N. 



















Type in the name, address, postcode and telephone number and press 
RETURN at the end of each entry. The spaces on the screen show you how 
much room you have. Remember to type in the surname first if you want the 
list to be in alphabetical order according to surname. 

Press DELETE to erase any mistakes on the line you're currently entering. 
(If you notice a mistake in a line above the one you are in, you will have to 
change it using Amend entry - see below.) 

You can press RETURN if you want to leave the box empty. 

Use the extra information box to note any details about the entry, or to list 
customer codes. You will be able to use this information to extract and list 
entries. 

When you have finished an entry, the information will be added to the list. 
Press RETURN to make another entry. 

When all your names and addresses have been entered, you can go back 
to the main menu, by pressing RETURN twice. 


A Amend entry 

Choose this option to change information you have typed in. Find the entry 
you want to change by typing in the first few letters of the name. The 
program then displays the whole entry. 

Make the change by pressing RETURN to move the cursor (the flashing 
line) to the box which contains the mistake. Then retype the whole line 
and press RETURN. The rest of the entry will stay the same. 

Note: You cannot change the name in this way. To do this, you must type in 
a whole new entry with the correct name, and delete the old entry, 
using Delete entry (seebelow). 


D Delete entry 

To take out an entry which is no longer needed, select D. Find the entry by 
typing in the first few letters of the name. When it is displayed, Address 
book will ask you: 

OK TO DELETE (Y/N) ? 
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If you type Y the entry will be erased and the program will tell you it has 
deleted it. 

If you type N the entry will be removed from the screen and you can type 
in the first few letters of another entry, or press RETURN to go back to the 
mam menu. 


F Find entry - NAME key 

If you want to look at an entry, type m the first few letters of the name and 
press RETURN, and Address book will display it for you. Press the Space 
Bar or RETURN to look at another entry, or press RETURN twice to return 
to the mam menu. 


R Retrieve on special key 

Use this option to extract from the Address book all the entries that have a 
certain item m then extra information box. First, type m the information for 
which you want the program to search. Then enter which boxes of the 
relevant entries you want displayed or printed, by typing one or more of 
the following letters and pressing RETURN. 

N for the name 
A for the address 
P for the postcode 
T for the telephone number 
E for the extra information. 

You will then be asked if you want the output to go to the printer. If you type 
N the list will be displayed on the screen. If you type Y you will see: 

Number of Lines to be Left between LabeLs: 

This is in case you are asking for a print-out to address labels for something 
like a circular letter or a mailshot. If this applies to you, measure the 
distance between labels and enter the appropriate number of fines. 

If you just want a list, enter 2 for double spacing. 

Press RETURN to return to the main menu after the display or print-out. 
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P Print/display all entries 

If you want to print out or display a list of entries in Address book, select P. 
You will then be asked to enter a starting name. The final print-out or 
display will list the contents of the Address book from the starting name 
through to the end of the Address book file. If you press RETURN instead of 
typing a starting name, then all the entries will be listed or printed out. 

Next, enter the letters corresponding to which lines of information you 
want. If you press RETURN, just the name, address and postcode will be 
displayed or printed. 

Press RETURN to go back to the mam menu. 


M Maintain file 

Choose this to return to the File Maintenance menu. 

Remember to save your file after you have been making any entries or 
amendments to Address book. 
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Planner is much more than just a computerised desk diary. It also: 

- keeps a record of clock time - make sure to set it accurately so that you 
keep your appointments on time 

- gives you instant calendar details for any month you specify 

- sounds an alarm to remind you of appointments 

- prevents you from making appointments for times when you won’t be 
available 

- reminds you about important days (such as birthdays) or things that 
happen regularly (such as payment of certain bills). 

Type in your appointments, your reminders and your holidays. Then, if you 
look at Planner regularly, you can make sure that you never miss an 
appointment or an important event; you can plan ahead efficiently and you 
can see, at a glance, what is happening tomorrow or next month. 

You can enter and delete appointments, set up reminders for yourself, 
check what is coming, and make sure that you don't arrange to see 
someone when you will be away on holiday! 


Running Planner 

Load the program in one of the two ways described on page 3 and you will 
automatically be presented with the first Planner display. 

Enter the date : 

Day : 

This is where you enter the date and the time, so that the calendar and 
clock can run accurately. 
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Type in the number (not the name) of the day (for example, 2 3 not 
Monday), followed by RETURN. You will then see: 


Month : 

Year 19 : 

Enter either the number or the name of the month (for example, 1 or 
January) and the last two digits of the year (for example, 84), following 
each entry by RETURN. 

When the date is displayed it will automatically show the name of the day 
and the month. 

You can choose to enter the time in either the 12 or the 24-hour clock 
systems but, whichever you choose, Planner will display the times of your 
appointments in the 24-hour system. If you choose the 12-hour clock, you 
will have to tell the program whether it is am or pm. 

You set the clock by typing in the time in hours and minutes, and whether it 
is am or pm, if relevant. Make sure that you set the time accurately, so that 
the alarm sounds for your appointments at the right time. 

When you have entered all the necessary information, your screen will 
look something like this: 



Day : 14 

Month : MARCH 
Veir 19 : 84 


24 hour clock <V/H> :H 

Enter the tine : 

Hours : 18 
Minutes : 58 

RMsRM : RM 




Pressing RETURN after the final entry takes you to the next screen which is 

the File Maintenance menu. 
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File Maintenance 


Next, tell the program that you are going to start (initialise) a new file to 
hold the information you are going to type in, so that the program can run. 
After the first time, you can either initialise another file (if, for instance, you 
want to start a totally separate diary for someone else) or you can load an 
old one which you have previously saved. 



File Maintenance 



Type in one of the following letters, followed by RETURN. 

I to initialise a file (always select this the first time). 

L to load a file that you have previously set up and saved. Make sure that 
you have the right cassette in the recorder and that the counter is set to just 
before where the recording starts. 

S to save the file you are working on. Be sure to save on a cassette other 
than the program cassette, and to make a note of the counter number at 
which it starts. Press RECORD and RETURN when the program tells you to. 

R to start working again on a file which is in the computer’s memory. (If 
you revert to BASIC, by pressing BREAK, for example, type OLD and then 
RUN before typing R to return to a current file.) 

The option you choose will be highlighted on the screen, the letter you 
type will appear beside the Your selection prompt and Planner 
will display a message, telling you what it has done. 
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Press RETURN again to continue and Planner’s main menu will appear. 



Type the letter next to the option you want (see the following explanations), 
and press RETURN. 

D Day-to-day 

Choose this option to enter or delete details of your appointments, 
reminders, and times when you won’t be available. 

You can make entnes for any day you want, by choosing to move forward 
or backward m your diary. 

Type m the day you want, or press RETURN for today. You will see: 

Enter action(I/D), or page(B/F) 

If the screen is displaying the day you want, you will only need to choose 
between I for insert and D for delete (see below). If you want another day, 
first type F to go forward in your diary or B to go back before choosing 
between insert and delete. 

If you type I to insert an entry, and press RETURN, you will see: 
Appointment/Reminder/Unavaitable : 

Type the initial letter of one of the three options, followed by RETURN. 

A for appointments (enter the time and type). 
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R for reminders. You can have two kinds of reminder: 

- those for events like birthdays which only happen once a year (these 
will be carried forward to the next year and listed on the plan ahead 
calendar) 

- those for occasions that happen several times, like payment of monthly 
accounts. 

Type in the number of times you want the reminder to happen (you can 
have up to 25). If it is more than once, enter the number of days you want in 
between each reminder. If the program has to make several entries, this 
will take a few seconds. 

U for times when you will be unavailable. You can enter why you won’t be 
available or during which hours, for reference. Once you have made this 
entry, Planner will not allow any further appointments to be made on that 
day. 

Note: When you have the mam menu on the screen, an alarm will sound at 
your appointment times. You can turn this off by pressing the Space Bar. 

If you type D to delete an entry, and press RETURN, you will see: 

Enter Line no to be deleted : 

Type in the number on the extreme left of the line which contains the 
information you want deleted and press RETURN. 

P Plan ahead 

Choose this option to look at the calendar of any month. Pressing RETURN 
gives you the month you’re in and highlights the day you're in. The display 
will show any birthdays or special occasions in that month. 

C Coming soon 

If you want to find out what is in the diary ahead, you can ask Planner to 
display the entries for up to the next 30 days. This may take a few seconds 
and will end with a 'That’s all' message. 

M Maintain file 

Choose this to return totheFi Le Maintenance menu. 

Remember to save your diary entries or amendments when you have been 
working on Planner. 
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